
West Virginia Births 



The forms in this project are of various types, such as:  
• Certificate of Birth 
• Application for Delayed Certificate of Birth 
• Delayed Certificate of Birth 
 
Should you encounter records from a state other than West Virginia, please index them. 



Index only whole numbers for the certificate 
number.         Example - 1835 



Please correct the spelling of a county, town, or city 
using the look-up list.  Example – Mount Clare 

If a Town/City is not on 
the lookup list, index it 
as written.   
Example:  Boggs Run 



Index only the name of the city/town.  Do not include words such as “near”. 
Examples:   Kingston     Milton  

Basic Indexing Guidelines - Type only the name of the place. 
Do not include terms as "county of," "county," "resided in," 
"rural," "of," and so on. 
For example, type Pleasantview, not “city of Pleasantview." 



Ignore the word “Rural” beside a Town/City name.  
Example   Cedar Mountain 

If you see only the word “Rural”, mark the Town/City field <Blank>. 



The name of the state may be abbreviated a variety of ways.  
Expand abbreviations to: West Virginia 

Sometimes, the county and city information is not in the expected order. 
 
This record would be indexed: 
County: Tucker 
Town/City: Laneville 
State : West Virginia  



If no other state is written on the document, use 
the state pre-printed on the document. 



Index the name of the principle given at birth.   

Example:  Grace Alma Sebatha Pritt  Do not index 
a  married surname if recorded elsewhere.  



Do not expand abbreviated given names.  
Example of Principle: Wm Roy Kincaid 
Example of Father: Wm Harvey Kincaid 

Index only the name given at birth.  
Example:  Wm Michael Romischer 

Basic Indexing Guidelines - Abbreviated 
Names 
Sometimes names are abbreviated. Type the 
abbreviation as recorded on the document. Do 
not guess what the abbreviation stands for. 
Do not include punctuation used to indicate 
that the name is abbreviated, such as an 
apostrophe or a period. 



Index terms such as twin, Jr, Sr in the Titles and Terms Field 



Do not index the word Deceased 



Review the entire document to Index the most complete version of the parents’ 
names. Index the parents as: James Vernon Davis and Nona Eveline Bradshaw  



 For a Delayed Certificate of Birth, index the principle’s information only from 
the “original” documentation.   Do not index information for the principle from 
the supporting evidence or other areas of the document. 



When the mother’s maiden name and 
married name are both recorded, index  
only the mother’s maiden name in the 
surname field. Example: Eliza J Lester 

Nee indicates a maiden 
name. In this example, 
Cottrell is the mother’s 
maiden name.  Cottrell is also 
the father’s surname.  



Index the date that is written on the document. 

For this document, the date is 1996 


